
APPLICATION FOR RECOR 

INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Deoartment of Archives 'and History, Records Management Division. 330 Capitol Avenue, Atlanta, Georgia, 34334, 

FOR AGENCY USE 
)plication Date 

Bplication Number 

- 

FOB RECORDS MANAGEMENT USE 1. AQency Address 
Department of Transportakion Application Number 
#2 Capitol  Square 
At lan ta ,  Ga.  30334 Date Received D s n  Completed ' 

AUG 1 3  t987' 1. KAR.31 1988 Division of Administration 

, -  

_- Office Qf,General Accounting __ 

, Dates of Series 
arliest Latest 

1986 1 Today 

I. Record Series Dewiption This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documentsrelating to: Cash Receipts/Deposits: This f i l e  cons is t  of a copy of the deposit  s l i p ,  
cash rece ip t ,  back up documents, copies of checks ocassional ly  and Revenue'Facs forms I 

which make up each deposi t .  
Included are: 

5. Records Series T i l e  (followed by title used in office; if different) 

- Department af t a t i m  f i t E  P41- 

,.& . . <  
Fileisarranged: These f i l e s  are arrange$ .. i n  depos i t  number order,  by bank accounts and 
da te s  of depds i t s .  

One to six months old *-; Seven t twelve months old 8; Thirteen to twenty-four months old 

____ ____ 
5. Monthly Reference Rate 

- twenty-five montt-~-~~d~3~~ . 
8. An'nual Rate of Accumulation of Record9 - Letter-size drawers ; Legal-size dr++-F:.s--; >k: Shelves ; o t k r ( p i f y )  7  cubic^ feet yead  

How often are records~referred to which are: 
5 Y. . 

. 
1 

. . 

\. *.-- 
.? _ .  

R-50-71; Rev. 76 (C rm) 



a. I s  this the official copy of the series? 
If not. where i s  it? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

h&e&k&smmeli?- - 
atiQtlm~n&hinlhis series ever Dublkhed? If ves. a t t a c h c o w . .  

contained in this series ever analyzed and/or recorded in a summarized report? 

or onrrion of id rewlarlyam . ptiimecll_pp 

1. Retention Requirements - The following requires the series to be kept: . . 
a. State Law years. d. Audit period ----years. 3 
b. Statute of limitation years. e. Administrative need 4 years. 
c. Federal law years. f. Federal retention instructions 3 years. 

Attach copy or exert of laws or regulations. Explain administrative need. _. . 

Federal Law: Requires project related cost  accountihg records must be retained 3 
years a f t er  the f i s c a l  or calendar year i n  which created. FHPM Volume 1 Chapter 6 

r a t i v p  &~dw.*--:~,, r- 
12. Approved Disposition Instructions This agency recommends that the file series be cut o at  the end of eac : 

0 Calendar Year; 81 Fi I Year; 0 Other -then, 
,- 

&?ua\ 0 . A  ;5 p ' d  
0 Hold in the current files area month(s) year(s1; then 4 jlbJBI 
El Transfer to local holding area; hold 1 year(s); then 
El Transfer to State Records Center; hold 3 
$I Destroy. NOS ;* 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yearb); then 

- 2- 

%Note: . .~ .. 

These records cannot b e  destroyed u n t i l  a l l  audits are completei 

These instructions apply to all prior and future accumulations of the series. 

HeadlDasignee _ -  (Signature) Date Date 

, 
State Records Committee (Signatun?) Date 

qecommendations in para- 
jraph 12 are approved. 
'If disapproved, attach letter 
) f  explanation.) 


